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The  Legislative  Audit  Committee 
of  the  Montana  State  Legislature: 

Transmitted  herewith  is  the  report  on  the  audit  of  the  Center  for 
the  Aged  for  the  two  fiscal  years  ended  June  30,  1977. 

The  audit  was  conducted  by  Robert  F.  Lee,  Certified  Public  Account- 
ant, under  a  contract  between  the  firm  and  our  office.  The  comments  and 
recommendations  contained  in  this  report  represent  the  views  of  the  firm 
and  not  necessarily  the  Legislative  Auditor. 

The  agency's  written  response  to  the  report  recommendations  is 
Included  in  the  back  of  the  audit  report. 

Respectfully  submitted, 


Morris  L.  Brusett,  C.P.A. 
Legislative  Auditor 
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A  PROFESSIONAL  CORPORATION 
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MONTANA  Btll.UING 

I.EIUSTOWN,  MONTANA  59157 

Phone     I406)  538-7444 


To  The  Legislative  Audit  Committee 
Of  The  Montana  State  Legislature: 


I  have  examined  the  Financial  Statements  of  the  funds 
listed  below  of  the  Center  For  The  Aged  for  the  years  ended 
June  30,  1976  and  1977. 

General  Fund 

Trust  and  Agency  Funds 

Construction  Fund 

My  examination  was  made  in  accordance  with  generally 
accepted  auditing  standards,  and  accordingly  included  such 
tests  of  the  accounting  records  and  such  other  auditing  pro- 
cedures as  I  considered  necessary  in  the  circumstances,  ex- 
cept as  stated  in  the  following  three  paragraphs: 

The  condition  of  the  Center  For  The  Aged's  accounting 
records  relating  to  fixed  assets  and  inventories  of  operating 
supplies  was  such  that  I  was  unable  to  perform  certain  auditing 
tests  and  procedures  which  I  deemed  necessary  to  comply  with 
generally  accepted  auditing  standards.   Accordingly,  the  balance 
of  operating  supplies  inventories,  required  by  generally  accep- 
ted accounting  principles  to  be  reported,  are  not  included  in  the 
financial  statements. 

Revenues  derived  from  the  care  and  treatment  of  the  Center 
For  The  Aged  patients  were  not  reported  in  the  Center's  s-tate- 
ment  of  appropriations  for  fiscal  years  1976  and  1977.   Approxi- 
mately $1,079,^80  of  such  revenue  was  reported  in  the  Department 
of  Institutions'  financial  statements  for  the  years  1976  and 
1977. 

Expenditures  incurred  to  collect  the  above-mentioned 
$1,079,A80  were  not  reported  on  the  Center's  statement  of  expen- 
ditures.  The  Department  of  Institutions'  Reimbursements  Bureau 
collected  the  $1,079,^80  along  with  similar  revenues  from  several 
other  institutions.   It  was  not  practical  for  me  to  determine  the 
portion  of  such  expenditures  attributable  to  the  collection  of  the 
Center's  revenue. 
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The  general  fixed  assets  are  historical  figures  only, 
with  adjustments  for  any  changes  during  the  current  year. 
My  examination  was,  therefore,  limited  to  tests  of  changes 
recorded  during  the  year;  accordingly,  I  do  not  express  an 
opinion  as  to  the  general  fixed  assets  and  the  total  invest- 
ment therein. 

In  my  opinion,  because  of  the  effects  of  the  matters 
discussed  above,  the  aforementioned  financial  statements  of 
the  General  Fund  do  not  present  fairly,  in  conformity  with 
generally  accepted  principles  of  governmental  accounting, 
the  Center  For  The  Aged's  financial  position  as  of  June  30, 
1976  and  1977,  or  its  revenues  or  expenditures  and  changes 
in  fund  balances  for  the  years  then  ended.   However,  in  my 
opinion,  the  financial  statements  of  the  Trust  and  Agency 
Funds  and  Construction  Fund  present  fairly  the  financial 
position  of  the  Center  For  The  Aged  as  of  June  30,  1976  and 
1977,  and  their  results  of  operation  for  the  years  then 
ended  in  conformity  with  generally  accepted  principles  of 
governmental  accounting  applied  on  a  basis  consistent  with 
that  of  the  preceding  year. 


Respectfully  submitted, 
ROBERT  F.  LEE,  CPA,  PC 


CENTER  FOR  THE  AGED 
Comments  and  Recommendations 


General 


In  connection  with  my  examination  of  the  financial  state- 
ments of  the  Center  For  The  Aged  for  the  fiscal  years  ended 
June  30,  1976  and  1977,  I  reviewed  the  operations  and  systems  of 
internal  control  and  made  certain  observations  which  I  am  presenting 
for  your  consideration.   In  many  instances,  the  administration  has 
made  modifications  to  correct  existing  problems.   I  commend  the 
administration  for  the  positive  action  which  it  has  already  taken. 
The  accompanying  comments  and  recommendations  are  not  an  expression 
of  an  opinion  as  to  the  Center's  economics  and  efficiencies  as 
a  whole,  nor  are  they  intended  to  make  judgments  on  the  overall 
quality  of  operations.   My  presentation  has  been  limited  to  selected 
areas  where  I  feel  improvement  is  possible.   My  recommendations  are 
intended  to  assist  the  administration  in  improving  operating  and 
accounting  procedures,  efficiencies  and  in  strengthening  internal 

control . 

I  would  also  like  to  express  appreciation  to  the  administrator 
and  his  staff  for  the  assistance  I  received  in  connection  with  my 
examination  and  for  the  friendly  and  courteous  manner  in  which  I 

was  treated. 

The  Center  For  The  Aged  at  Lewistown  is  administered  within 
the  Department  of  Institutions.   The  primary  function  of  the  insti- 
tution is  to  provide  facilities  for  the  care  and  treatment  of  senile 
aged  persons  referred  by  the  State  institution  at  Warm  Springs. 


ACCOUNTING 


GENERAL 


Definitions 

The  purpose  of  governmental  accounting  is  to  provide  ac- 
curate and  complete  financial  information  for  management,  leg- 
islative officials  and  the  general  public.   The  following  are 
some  basic  significant  accounting  terms  and/or  principles  appli- 
cable to  governmental  accounting: 

A.   Double-entry  system   This  is  not  a  double  accounting 
system,  but  rather  a  system  of  control  accounting.   In 
double-entry  accounting,  both  sides  of  every  transaction 
are  recorded,  whereas  in  single-entry  accounting  some 
transactions  may  not  be  recorded  while  in  others  only 
one  side  of  the  transaction  is  recognized.   A  single- 
entry  basis  of  accounting  is  not  a  generally  accepted 
method  of  accounting  and  cannot  be  relied  upon  because 
it  fails  to  include  the  basic  accounting  premise  that 
assets  equal  liabilities  plus  equity,  which  is  the  fun- 
damental accounting  principle  in  a  double-entry  account- 
ing system. 

B.  Encumbrance  accounting  This  is  an  integrated  double- 
entry  system  used  to  reserve  appropriations  for  future 
payment.   This  system  provides  a  matching  of  budgeted 
revenues  and  expenditures. 

C.  General  fixed  assets  group  of  accounts   This  is  a  self- 
balancing  group  of  accounts  with  a  general  and  a 


subsidiary  ledger.   The  primary  purpose  of  this 
group  of  accounts  is  to  maintain  proper  stewardship 
over  assets  which  have  been  expensed  as  capital  out- 
lay. 

D.  Accrual  basis   This  is  a  basis  of  accounting  under 
which  revenues  are  recorded  in  the  accounts  at  the  time 
they  are  earned  and  expenditures  are  recorded  when  the 
liability  for  them  is  initially  incurred  regardless  of 
when  the  revenue  is  actually  received  or  the  expenditure 
is  actually  made. 

E.  Modified  accrual  basis   This  is  a  generally  accepted 
basis  of  accounting  for  governmental  agencies  under  which 
expenditures  {other  than  accrued  interest)  are  recorded 
at  the  time  liabilities  are  incurred.   Revenues  are 
recorded  when  received  in  cash,  except  for  material  or 
available  revenues  which  should  be  accrued  to  reflect 
properly  the  revenue  earned. 

F.  Authoritative  Support   The  American  Institute  of  Certi- 
fied Public  Accountants  and  the  National  Committee  on 
Governmental  Accounting  recommend  that  the  General  Fund 
be  maintained  on  the  modified  accrual  basis  of  account- 
ing; that  Trust  and  Agency  Funds  be  maintained  on  the 
accrual  basis  of  accounting;  and  that  a  self-balancing 
group  of  accounts  be  maintained  for  the  general  fixed 
assets . 


FIXED  ASSETS 

Background 

A  system  of  fixed  asset  accounting  in  government  assigns 
the  responsibility  for  custody  and  proper  use  of  specific  fixed 
assets  to  individual,  elected  and  appointed  public  officials. 
Such  a  system  also  makes  possible  the  provision  of  data  essential 
to  the  proper  management  of  fixed  assets. 

The  responsibilities  of  stewardship  involved  in  safeguarding 
this  large  public  investment  is  of  the  utmost  importance  to  sound 
financial  administration.  This  responsibility  can  be  effectively 
discharged  only  through  adequate  fixed  asset  control. 

Observation 

The  Center  For  The  Aged  does  not  maintain  adequate  fixed 
assets  control  accounts.   Although  the  Center  has  attempted  to 
implement  a  system  of  fixed  asset  control  the  system  is  not  func- 
tioning.  Control  cards  in  existence  were  incomplete  as  to  serial 
number  when  available,  cost  when  known  and  current  inventory 
status.   Assets  disposed  of  were  not  identified  as  to  cost.   In- 
ventoriable  items  observed  at  the  Center  could  not  be  identified 
as  to  ownership,  i.e.  patient  or  state.   The  numbering  system 
being  utilized  was  of  a  nature  that  it  could  be  easily  erased  and 
ownership  identity  lost.   All  capital  outlays  were  not  coded  to 
the  proper  account. 


Recommendation 

Although  I  recognize  that  the  primary  objective  of  the 
institution  is  the  care  and  custody  of  institution  residents 
and  budget  priorities  are  aimed  at  that  objective,  we  must  not 
lose  sight  of  another  primary  responsibility  to  the  taxpayer 
that  assets  acquired  are  used  economically  and  efficiently  and 
are  safeguarded. 

I  strongly  recommend  that  fixed  assets  control  accounts  be 
properly  established  and  accurately  maintained.   The  Center 
should  seek  assistance  from  the  Department  of  Institutions  to 
implement  a  professional  system  of  fixed  asset  control.   The 
system  should  include  but  not  be  limited  to: 

1.  Delegation  of  responsibility  and  authority  over 
assets  to  individuals  who  have  day  to  day  control 
of  the  assets,  i.e.  supervisors. 

2.  Insurance  that  the  paperwork  at  time  of  asset  ac- 
quisition flows  to  the  asset  control  clerk  on  a 
timely  basis. 

3.  One  person  be  assigned  the  responsibility  for  dis- 
posal of  assets  and  that  the  proper  documentation  be 
completed  and  the  asset  control  clerk  be  informed  of 
the  transaction. 

4.  Annual  inventories  of  all  fixed  assets  be  taken  and 
all  discrepencies  be  investigated  and  reconciled. 

5.  A  more  permanent  type  of  numbering  system  be  affixed 
to  the  assets  to  preclude  erasure. 


6.  Control  cards  be  completed  as  to  all  pertinent  facts 
when  available,  i.e.  serial  number,  cost,  date  of 
acquisition,  description,  color  and  responsible  de- 
partment or  supervisor. 

7.  The  system  should  seek  the  input  from  the  staff  to 
insure  communication  and  ultimate  success  of  the  pro- 
gram.  The  staff  should  be  aware  of  the  who,  why  and 
where  to  facilitate  the  total  "big  picture"  of  the 
system. 

8.  The  cards  should  be  organized  in  such  a  manner  that 
retrevial  from  the  system  is  a  relatively  easy  task. 

9.  The  State  should  incorporate  into  its  SBAS  control 
accounts  over  the  detail  at  the  Center. 

10.   The  Center  should  follow  the  guidelines  established  by 
the  State  and  encode  capital  outlays  to  the  proper 
account. 


The  following  space  intentionally  left  blank. 
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TRUST  AND  AGENCY  FUNDS 

Background 

Trust  and  Agency  Funds  are  established  to  account  for 
moneys  and  property  received  from  other  sources  and  held  in 
trust  for  individuals,  governmental  entities,  and  nonpublic 
organizations.   They  function  primarily  as  clearing  mechanisms 
for  cash  resources  collected  by  the  Center  held  as  such  for  a 
period  and  then  disbursed  to  authorized  recipients. 

Observation 

The  Center  For  The  Aged  acts  in  a  fiduciary  capacity  in 
its  dealings  with  patients'  property  and  money.   It  disburses 
patients  money  to  or  in  behalf  of  the  patients  for  tobacco,  soft 
drinks,  clothes,  furniture,  payments  to  the  State  in  the  form 
of  reimbursement  and  for  other  items.   It  receives  patient's 
money  in  the  form  of  gifts,  social  security  payments,  medicare 
and  SSI  payments,  wages  and  other  items.   The  Center  directly 
controls  patient  savings  accounts  that  had  accumulative  balances 
of  $2A,677  at  June  30,  1976,  and  $23,766  at  June  30,  1977.   The 
Center  directly  controlled  irrevocable  burial  funds  for  patients 
that  had  accumulative  balances  of  $65,116  at  June  30,  1976,  and 
$76,751  at  June  30,  1977.   The  Center  directly  controls  a 
checking  account  that  represents  monies  owed  to  patients  that 
had  a  balance  of  $18,770  at  June  30,  1976,  and  $28,505  at  June 
30,  1977.   Detailed  accounting  records  are  maintained  over  these 
funds.   A  $200  petty  cash  fund  is  maintained  at  the  Center  for 
use  of  the  patients  to  purchase  soft  drinks.   On  a  periodic  basis 


items  are  purchased  for  the  patients  from  local  merchants  for 
clothes,  furniture,  physician  charges  (when  not  covered  by 
medicaid-medicare)  and  other  items. 

When  the  monies  are  received,  a  receipt  is  written  then 
transferred  to  a  cash  receipt  journal  then  transferred  to  the 
individual  ledger  card.   This  entails  three  separate  copying 
functions.   When  a  disbursement  is  made,  a  receipt  is  written 
then  transferred  to  the  disbursements  journal,  then  to  the  indi- 
vidual ledger  card.   This  entails  three  separate  copying  func- 
tions.  When  transactions  are  entered  to  the  savings  and  irre- 
vocable burial  funds,  deposit  tickets  or  withdrawal  slips  are 
prepared,  then  entered  to  the  individual  ledger  cards.   A  sum- 
mary by  total  is  then  entered  on  a  sheet  of  memo  paper.   Although 
the  system  is  adequate  and  functioning,  it  is  unwieldly  and  time 
consuming  in  light  of  the  voluminous  transactions  encountered 
when  most  of  the  transactions  are  under  $3.00. 

Ambulatory  patients  can  come  to  the  business  office  any  time 
during  working  hours  to  receive  their  soft  drink  money  usually  in 
amounts  of  $1.00  or  less.   During  my  examination  this  was  a  con- 
stant interruption  of  the  business  office  staff.   In  many  instances 
the  staff  was  involved  in  complex  reports  or  complicated  proce- 
dures that  needed  their  individual  attention.   Nevertheless,  they 
obliged  the  patient  and  disbursed  the  requested  payment  in  a 
courteous  manner. 

Due  to  the  volume  of  transactions  and  the  accessibility  of 
patients  to  the  business  office  the  entire  office  staff  distri- 
butes money  to  the  patients. 
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Although  the  Center  maintains  detailed  transactions  records 
and  balances  of  these  accounts,  the  State  does  not  recognize  these 
funds  as  trust  and  agency  funds  and  does  not  maintain  these  on 
the  SBAS  reports. 

Personal  property  owned  by  the  patients  are  not  always 
maintained  on  control  or  subsidiary  records.   Nor  is  any  record 
available  in  the  patients  file  of  property  acquired  for  them 
such  as  television  sets  or  furniture. 

When  the  patient  leaves  the  institution  or  passes  away, 
there  is  no  document  that  indicates  that  property  was  either 
released  to  the  individual,  estate,  donated  to  the  institution 
in  the  case  of  clothing,  furniture  or  television  sets  or  turned 
over  to  the  State. 

When  the  Center  replenishes  the  petty  cash  accounts,  the 
petty  cash  slips  are  not  cancelled  to  preclude  resubmission. 

When  the  Center  pays  invoices  for  patients,  the  invoices 
are  not  cancelled  to  preclude  resubmission. 

There  is  no  independent  cash  count  of  the  petty  cash  fund. 

The  Bank  reconciliation  is  not  reviewed  by  the  administra- 
tor. 

Petty  cash  reimbursements  are  made  payable  to  cash. 
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Recommendation 

1.  I  recommend  the  Center  install  a  system  that  allows 
for  the  accounting  clerk  to  enter  the  transaction  at  one  time 
rather  than  the  three  times  now  in  existence.   There  are  systems 
available  which  allow  for  this  one  time  approach. 

2.  The  Center  should  establish  a  policy  that  allows 
patients  to  receive  their  spending  money  at  a  specified  time 
during  the  day  such  as  after  breakfast  or  lunch. 

3.  By  establishing  the  above  policy  one  individual  other 
than  the  one  who  controls  the  reconciliation  of  the  cash  could 
be  assigned  the  disbursing  clerk  to  insure  adequate  internal 
control . 

4.  The  State  should  recognize  these  funds  as  Trust  and 
Agency  Funds  and  integrate  them  into  the  SBAS  reports. 

5.  Personal  property  of  an  inventoriable  nature  should  be 
maintained  as  per  my  recommendation  as  it  relates  to  fixed  assets, 
A  personal  property  list  should  be  made  a  part  of  the  individual 
patient  file. 

6.  Documentation  should  be  made  of  all  transactions  as  it 
pertains  to  the  patients'  property.   Authorized  signatures  should 
be  obtained  as  to  disposition  in  the  case  of  death  or  dismissal. 
The  Center  should  dispose  of  patient's  property  in  accordance 
with  applicable  State  laws. 

7.  All  petty  cash  slips  and  invoices  should  be  cancelled 
when  paid. 
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8.  The  administrator  should  independently  count  the 
petty  cash  on  a  non-routine  basis. 

9.  The  administrator  should  review  the  reconciliation 
after  preparation. 

10.   Petty  cash  reimbursements  should  be  made  payable 
to  the  bank  that  cashes  the  check  and  not  to  petty  cash. 


The  following  space  intentionally  left  blank. 
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REIMBURSEMENTS 

Background 

Part  of  the  costs  of  caring  for  and  treating  patients  is 
reimbursed  to  the  State  by  the  raedicare  program,  the  medicaid 
program,  patients  and  people  with  financial  responsibility  for 
patients.   Reimbursements  from  these  groups  are  collected  by 
the  Department  of  Institutitons  Reimbursement  Bureau,  which 
also  makes  similar  collections  for  other  institutions. 

The  State  has  provided  for  agencies  to  turn  uncollectible 
accounts  over  to  the  Department  of  Revenue  for  collection. 
There  are  available  management  memos  to  guide  the  agency  for 
turning  uncollectible  accounts  over  to  the  Department  of  Revenue 
and  the  accounting  for  such  transactions. 

Observation 

At  the  Center  For  The  Aged  a  medicaid  billing  is  prepared 
for  each  patient  and  sent  to  the  Reimbursement  Bureau.   The 
Center  also  prepares  a  listing  of  resources  available  for  each 
patient  and  forwards  this  to  the  Reimbursement  Bureau.   The 
Reimbursement  Bureau  then  records  these  amounts  on  separate  ledger 
cards,  then  submits  the  Center-prepared  billing  to  medicaid,  sub- 
mits a  billing  back  to  the  Center  For  The  Aged  for  payment  from 
patient  accounts  (resources  available)  and  if  a  third  party  is 
involved,  submits  a  billing  statement  to  them.   It  is  obvious  that 
three  or  more  separate  accounts  are  being  kept  on  each  patient. 
The  ledger  cards  for  medicaid  billing  at  the  Reimbursement  Bureau 
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always  zeroed  because  the  bills  were  only  sent  to  medicaid  when 
they  knew  they  would  be  paid.   The  patient  ledger  accounts  at 
the  Reimbursement  Bureau  always  zeroed  because  the  Center  always 
paid  the  billing  derived  from  the  information  gathered  at  the 
Center.   However,  monies  owed  from  third  parties  were  not  always 
collected.   There  were  balances  of  $36,2A0  at  June  30,  1976,  and 
$4A,362  at  June  30,  1977.   There  were  write-offs  evident  on  the 
cards  and  there  is  no  record  of  efforts  being  made  to  collect 
these  receivables  although  as  mentioned  previously,  a  system 
exists  to  turn  these  over  to  the  Department  of  Revenue  for 
collection.   I  was  told  at  the  Reimbursement  Bureau  that  this  was 
being  worked  on,  although  the  Legislative  Auditors'  Office  re- 
commended this  be  done  in  its  audit  report  of  Warm  Springs  State 
Hospital  dated  October  1,  1975. 

Reimbursements  collected  for  the  Center  For  The  Aged  by  the 
Reimbursements  Bureau  and  the  expenses  incurred  by  the  Bureau  in 
making  such  collections  are  reported  in  the  SBAS  financial  reports 
as  revenue  and  expenditures  for  the  Department  of  Institutions 
rather  than  the  Center  For  The  Aged.   Reimbursement  revenue  and 
collection  expense  are  not  reported  in  the  financial  statements 
of  the  Center  For  The  Aged. 

Recommenda  tion 

Consolidate  the  billing  procedure  as  it  pertains  to  the 
reimbursement  function  to  eliminate  the  duplication  that  now 
exists.   Establish  a  policy  that  would  insure  that  delinquent 
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accounts  over  a  certain  criteria  were  regularly  turned  over 
to  the  Department  of  Revenue  for  collection. 

The  Department  of  Institutions  should  disclose  reimburse- 
ments collected  as  revenue  for  zhe   individual  institution  and 
allocate  the  collection  costs  to  the  institution. 

The  following  space  intentionally  left  blank. 
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DORMITORY  ADPITION 

Background 

During  the  years  ended  June  30,  1975,  June  30,  1976  and 
June  30,  1977,  a  new  dormitory  was  added  to  the  Center  For  The 
Aged,  at  a  cost  in  excess  of  One  Million  One  Hundred  Thousand 
Dollars.   The  contracts  were  let  by  the  State  and  Construction 
completed  and  the  building  addition  occupied  during  this  period, 

Observation 

In  addition  to  the  sprinkler  system  installed  in  the  new 
dormitory,  smoke  detectors  were  added  for  additional  protection 
of  the  patients.   The  existing  structure  had  smoke  detectors 
installed  in  lieu  of  sprinklers  and  was  integrated  to  the  new 
system.   During  my  field  work,  the  smoke  detectors  were  not 
operational  for  most  of  the  period.   False  alarms  due  to  reason; 
beyond  my  expertise  are  frequent.   This  sophistocated  alarm  sys- 
tem is  hooked  directly  to  the  City  of  Lewistown  Fire  Department, 
however,  because  of  the  numerous  false  alarms,  the  City  has  turned 
off  the  system  that  connects  it  to  them.   The  problem  appears  in 
the  older  detectors  but  this  effects  the  entire  system.   I  was 
told  that  when  the  alarm  goes  off  now,  nobody  is  too  concerned 
and  often  the  main  switch  is  deactivated  because  of  the  alarms. 
The  vendor  (Honeywell  Inc.)  has  been  notified  from  the  onset  and 
Various  correspondence  is  available  as  to  possible  solutions  to 
the  problem,  voltage  surges,  bad  connections  etc.   Indications 
from  the  Center  For  The  Aged  are  that  the  system  has  never  really 
been  operational  from  the  beginning.   Honeywell  indicates  the 
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solution  is  close  at  hand  and  modifications  are  pending. 

The  Architects  and  Engineers'  office  monitors  the  contract 
either  directly  or  through  a  sub-contract  via  an  independent  en- 
gineering firm.   The  State  Fire  Marshall  and  Department  of  Health 
have  input  as  to  the  structure  in  its  design  and  preconstruction 
phase.   Doors  were  installed  at  the  Center  with  latches  and  door 
closers  in  accordance  with  the  specification.   Because  the  latches 
and  door  closers  were  of  a  type  that  these  elderly  patients  had 
problems  opening,  they  were  left  open  and  upon  inspection  by  the 
Fire  Marshall,  the  latches  and  closers  were  changed  as  the  doors 
cannot  be  left  open  pursuant  to  fire  codes. 

Lewistown  is  noted  for  its  severe  winters  yet  the  ventila- 
tion system  intake  was  installed  on  the  roof  of  the  structure. 
The  winter  of  1975  was  a  mild  one,  yet  snow  blew  in  the  ventila- 
tor and  caused  leaks  in  the  ceiling.  Working  space  in  the  attic 
is  limited  for  repairs  if  needed  and  access  to  the  attic  is  pre- 
carious . 

Recommendation 

The  Center  For  The  Aged  should  send  the  documentation  they 
have  available  to  the  Attorney  General  seeking  recourse,  if  any, 
against  Honeywell  Inc.,  as  it  pertains  to  the  inoperable  smoke 
detectors.   Action  should  be  taken  immediately  to  implement  an 
operable  system  to  comply  with  fire  codes  and  limit  liability 
should  a  disaster  occur. 
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MEAL  TICKETS 

Observation  and  Recommendation 

The  Center  provides  one  free  meal  to  each  employee  per 
shift.   Visitors  and  guests  are  allowed  to  eat  at  the  Center 
and  are  to  be  charged  $.50  per  meal.   Complimentary  meals  are 
sometimes  given  to  guests.   There  is  no  formal  system  of 
accounting  for  employee  meals.   The  midnight  shift  has  access 
to  the  kitchen  and  prepares  its  own  meals.   I  was  allowed  to 
eat  lunch  at  the  dining  hall  and  no  mention  was  made  if  it  was 
complimentary  or  not. 

The  Center  should  issue  pre-numbered  meal  tickets  to  the 
employees  on  payday  (one  for  each  shift  to  be  worked)  and 
collect  them  at  the  time  the  employee  utilizes  the  benefit. 
The  night  shift  should  have  pre-prepared  meals  and  an  adequate 
facility  to  heat  them  and  access  to  the  kitchen  should  be  con- 
trolled when  the  kitchen  staff  is  not  present.   Guests  should 
pay  for  their  meals  or  be  told  it  is  complimentary. 

The  following  space  intentionally  left  blank. 
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LAUNDRY 

Observation  and  Recommendation 

The  Center  For  The  Aged  engages  a  local  firm  in  Lewistown 
to  provide  laundry  services  for  patients'  clothing,  State- 
owned  sheets,  pillow  cases,  towels  and  other  items  used  at  the 
Center.   The  personnel  at  the  Center  count  the  items  that  go  to 
the  firm  prior  to  the  firm  picking  up  the  laundry.   When  the 
laundry  is  returned,  the  staff  count  the  items  and  communicate 
the  count  to  the  business  office.   If  there  are  any  discrepencies 
in  the  count  returned  and  the  count  on  the  invoice  from  the  firm, 
the  Center  pays  only  for  what  is  received.   There  is  no  recon- 
ciliation of  items  sent  to  the  firm  by  the  Center  and  items  re- 
turned to  the  Center  by  the  firm. 

The  Center  should  prepare  the  count  sheet  in  duplicate  and 
transmit  a  copy  to  the  firm.   The  firm  should  have  responsibil- 
ity of  returning  all  items  sent  per  the  count  sheet.   The  Center 
should  reconcile  items  returned  to  items  sent  and  differences 
reconciled.   If  there  are  any  shortages  in  the  count,  the  firm 
should  reimburse  the  Center  for  the  missing  items. 

The  following  space  intentionally  left  blank. 
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PAYROLL 

Observation  and  Recommendation 

In  my  observation  of  the  payroll  process,  the  procedures 
and  the  personnel  were  found  to  be  quite  effective;  however,  to 
further  improve  the  present  internal  control  over  payroll,  the 
following  procedures  should  be  implemented: 

A.  Payroll  checks  should  be  distributed  in  sealed 
envelopes  by  persons  not  involved  in  the  preparation 
of  the  payroll  of  personnel  records. 

B.  Personnel  files  should  be  consolidated  in  one  file, 
(there  are  two  files  presently  being  kept  on  each 
employee)  reviewed  for  completeness  and  should  include 
the  following: 

Signed  W-4's,  employee  applications,  letters  of 
resignation  for  terminated  employees,  employee 
evaluation  forms,  signed  forms  for  all  deductions 
to  the  employee's  wages  and  copies  of  current 
licenses  of  professionals. 

C.  Supervisors  should  be  responsible  for  their  subordinates' 
time  cards  and  sign  or  initial  them  after  reviewing  the 
card  for  the  following: 

Agreement  to  the  work  schedule  for  days  worked, 
time  off,  i.e.  vacation,  sick  leave,  total  number 
of  hours  worked,  etc. 

D.  The  time  clock  should  be  of  a  type  that  prints  the  date 
of  the  week  as  well  as  the  day  to  facilitate  the  pre- 
ceding recommendation. 
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E.  A  time  clock  should  be  purchased  and  full  utilization 
made  to  facilitate  time  keeping  records.   (Note:   The 
Center  has  recently  purchased  a  time  clock  and  has 
implemented  some  procedures  for  time  keeping.) 

F.  Patient  employees  who  have  had  State  income  tax  withheld 
should  be  advised  to  file  their  State  income  tax  returns 
for  possible  refunds. 


The  following  space  intentionally  left  blank. 
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BUDGETARY  CONTROL  AND  PURCHASING 

Background 

In  both  private  enterprise  and  government  a  primary  control 
tool  is  an  operational  budget.   The  budget,  if  well  designed  and 
adhered  to,  should  significantly  assist  an  organization  in  achiev- 
ing its  objectives  within  the  limits  of  available  resources.   In 
government,  budgetary  control  is  of  utmost  importance  because  of 
legal  spending  ceilings  and  legal  limitations  on  the  use  of  some 
funds.   The  legislature  relies  on  the  budget  submitted,  then  most 
often  approves  the  appropriation  to  fund  the  programs.   Certain 
procedures  are  required  to  change  any  items  within  a  program  or 
between  programs. 

The  State  has  in  effect  a  purchasing  program  that  pools  the 
purchasing  power  of  the  various  agencies.   These  programs  allow 
the  individual  agencies  opportunities  for  volume  discounts  and 
favorable  purchasing  terms.   Items  over  a  certain  dollar  limit  are 
to  be  funneled  through  the  State  purchasing  department  to  take  ad- 
vantage of  the  program. 

Observation 

Although  a  new  dormitory  addition  was  approved  for  construc- 
tion, no  funds  were  budgeted  for  furnishing  the  new  addition.   Due 
to  savings  at  the  institution  from  delays  in  filling  the  new  dor- 
mitory, monies  were  available  for  furnishings.   The  ultimate  ex- 
penditure for  furnishings  was  not  in  the  original  budget  estimate. 
Some  of  these  capital  outlays  were  not  coded  to  capital  outlay 
accounts  but  to  other  non-capital  outlay  accounts. 
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Expenditure  over  the  limit  established  by  the  State  for 
processing  through  the  purchasing  department  did  not  always  go 
through  the  purchasing  department.   In  one  instance,  a  purchase 
for  $^,A19.79  for  medical  supplies  was  made  up  of  numerous  in- 
voices for  identical  items  on  identical  dates  i.e.  ten  invoices 
each  for  twenty  chart  holders  at  a  price  of  $6.93  each,  invoice 
total  $139.60  each,  and  four  invoices  each  for  fifty  chart  divi- 
der sets  at  $2.86  each,  invoice  total  $1A5.00  each.   Taken  indi- 
vidually, these  invoices  fell  below  the  limit  established  for  the 
purchasing  order  procedure.   However,  when  added  together  they 
are  in  excess  of  the  policy,  i.e.  200  chart  holders  at  $6.93 
totals  $1,396.00,  200  chart  divider  sets  at  $2.86  totals  $580.00. 
The  copies  of  the  invoices  were  changed  from  200  to  20  and  addi- 
tional invoices  filled  in  with  amounts  to  fall  below  the  estab- 
lished dollar  limit  thereby  circumventing  the  purchasing  depart- 
ment requirement.   When  I  made  inquiries  as  to  this  procedure,  I 
was  informed  that  when  we  go  through  the  purchasing  department 
they  sometimes  substitute  items  and  in  some  instances  these  sub- 
stitute items  are  not  of  a  comparable  quality  or  do  not  always 
do  the  total  job  as  required.   New  locks  were  purchased  and  the 
installation  of  the  locks  was  paid  for  during  fiscal  year  ended 
June  30,  1977,  however,  the  locks  were  not  yet  installed  three 
months  after  fiscal  year  end. 

Recommendation 

Realistic  budgets  should  be  prepared  from  the  onset  to 
allow  for  the  items  needed  to  carry  out  program  objectives.   Input 
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from  administrators  should  be  considered  before  adoption. 

Capital  outlays  should  be  coded  to  capital  outlays  according 
to  the  guidelines  established  by  the  State. 

Purchases  that  will  exceed  the  limit  established  by  the 
State  in  its  purchasing  policy  should  be  let  through  the  purchas- 
ing department.   If  items  to  be  purchased  are  of  a  unique  nature, 
specifications  should  be  communicated  to  the  vendors  to  insure 
specific  performance. 

Payment  for  services  although  under  agreement  should  not 
be  paid  for  until  services  are  received. 

The  following  space  intentionally  left  blank. 
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PHARMACY 

Observation  and  Recommendation 

Patients  residing  at  the  Center  For  The  Aged  are  under 
local  physician  care  and  drugs  are  prescribed  by  these  physi- 
cians for  the  patients'  treatment.   Most  prescription  drugs  are 
filled  by  local  pharmacies  and  delivered  to  the  Center  to  be 
dispensed  to  the  patients.   Other  prescription  drugs  and  non- 
prescription over-the-count  drugs  are  supplied  to  the  patients 
by  the  Center  at  a  cost  to  the  State.   The  Center  has  a  part- 
time  licensed  pharmacist  to  control  and  dispense  these  items. 
The  local  pharmacies  bill  medicaid  for  reimbursement  of  the  drugs 
filled  by  them.   The  Center  does  not  bill  medicaid  for  those  drugs 
filled  by  the  Center.   Federal  and  State  laws  are  very  explicit 
about  the  dispensing  of  controlled  substances  such  as:  numbering 
of  prescription,  record  retention  on  patients,  licensed  pharmacy, 
licensed  pharmacist,  etc.   The  Center  does  not  have  a  current 
pharmacy  license.   The  Center  has  an  Emergency  Kit  available  with 
certain  drugs  enclosed.   In  the  event  of  a  patient  emergency, 
these  drugs  are  administered  to  patients.   The  Kit  is  to  be  sealed 
and  a  list  of  drugs  within  the  Kit  maintained.   Although  the  Kit 
is  kept  in  a  controlled  access  room,  the  Kit  was  not  sealed  and 
the  list  was  incomplete. 

The  Center  should  review  the  current  licensing  provisions 
and  obtain  a  license  for  its  pharmacy  to  comply  with  Federal  and 
State  laws.   The  Center  should  analyze  the  feasability  of  filling 
all  prescriptions  of  the  patients  and  billing  medicaid  for  these 


26 


drugs  to  obtain  Federal  participation  on  drug  costs  now  incurred 
totally  by  the  State.  The  Center  should  seal  the  Kit  and  update 
the  list  of  drugs  within  the  Kit  to  preclude  unauthorized  use  of 
the  drugs. 

The  following  space  intentionally  left  blank. 
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SUPPLIES 

Observation  and  Recommendation 

Supply  purchases  at  the  Center  include  linen,  clothes, 
janitorial  and  food  items.   Janitorial  and  food  items  are  inven- 
toried and  costed  for  internal  cost  reports.   The  items  are 
stored  in  locked  storerooms  or  walk-in  coolers  with  padlocks  on 
them.   Goods  received  are  to  be  entered  on  perpetual  inventory 
control  cards.   Inventoriable  items  are  to  be  written  down  when 
taken  from  the  storeroom,  and  these  counts  transferred  to  the 
control  cards.   Inventory  is  taken  at  least  quarterly  and  com- 
pared to  the  count  on  the  control  card.   Keys  to  these  store- 
rooms were  made  available  to  most  employees,  however,  the  Center 
recently  collected  these  keys  and  is  attempting  to  control  access 
to  the  storerooms.   No  one  appears  to  be  responsible  for  the  con- 
trol of  these  items.   The  accounting  clerk  who  maintains  the  in- 
ventory cards  spends  considerable  time  in  attempting  to  reconcile 
discrepencies  between  count  sheets  and  cards.   Items  taken  from 
the  storerooms  are  not  always  written  down.   Inventory  when  taken 
is  often  inaccurate.   The  Center  does  not  maintain  general  ledger 
control  over  inventory.   The  internal  cost  reports  do  not  reflect 
the  cost  of  the  discrepencies  in  inventory  when  discrepencies 

exist. 

A  storekeeper  should  be  assigned  the  responsibility  of  con- 
trolling inventoriable  items. 

The  locks  and  padlocks  should  be  changed  to  insure  that  all 
keys  are  accounted  for. 
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An  inventory  system  should  be  installed  to  control  the 
count  as  well  as  the  total  investment  in  inventory.   The  sys- 
tem should  be  of  a  type  that  facilitates  a  one  time  entry 

approach. 

Internal  cost  reports  should  include  a  variance  amount 
that  indicates  discrepencies  between  items  removed  from  inven- 
tory and  actual  count. 

Inventories  should  be  taken  by  someone  other  than  those 
responsible  for  the  inventory  and  care  should  be  exercised  to 
insure  accuracy. 

The  following  space  intentionally  left  blank. 
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CENTER  FOR  THE  AGED 


ALL  FUNDS 
Balance  Sheet 


Fiscal  Year  Ended  June  30,  1976 

Trust  And  Construe-   (UNAUDITED) 


General    Agency 
Fund      Funds 


tion 
Fund 


ASSETS 

Petty  Cash 

Patients  Checking  Accts. 
Patients  Savings  Accts. 
Patients  Irrevocable 
Burial  Funds 

Land 

Buildings 

Equipment  and  Furniture 

Construction  Work  In 

Process 
Vehicles 
Amount  available  to  pay 

Accrued  Expenditures  & 

Construction  Program 
Amount  available  for 

Reversions 

TOTAL  ASSETS 

LIABILITIES  AND  FUND  BALANCES 
Accrued  Expenditures 
Amounts  Due  Patients 

Investment  in  General  Fixed 
Amounts  from: 
State  Funds 
Donations 

Fund  Balance 

TOTAL  LIABILITIES  AND 
FUND  BALANCES 


$ 


$     200   $ 
18,570 
2A,677 

65,116 


General 
Fixed  Asset 

$ 


24,516 
76,799 


1,0A8,509 


61,674 


25,000 
837,782 
135,323 


9,724 


$101,315   $108,563   $1,110.183   $1,007,829 


$  24,516   $     —    $    40,589   $ 
108,563 


76,799 


1,048,509 
21.085 


973,437 
34,392 


$101.315   $108.563   $1.110.183   $1.007.829 


The  accompanying  notes  are  an  integral  part 
of  these  financial  statements. 
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CENTER  FOR  THE  AGED 


ALL  FUNDS 
Balance  Sheet 


Fiscal  Year  Ended  June  30.  1977 


General 
Fund 


ASSETS 

Petty  Cash 

Patients  Checking  Accts. 
Patients  Savings  Accts. 
Patients  Irrevocable 
Burial  Funds 

Land 

Buildings 

Equipment  and  Furniture 

Construction  Work  In 

Process 
Vehicles 
Amount  available  to  pay 

Accrued  Expenditures  & 

Construction  Program 
Amount  available  for 

Reversions 
TOTAL  ASSETS 

LIABILITIES  AND  FUND  BALANCES 
Accrued  Expenditures  ~~ 
Amounts  Due  Patients 

Investment  in  General  Fixed 
Amounts  from: 
State  Funds 
Donations 

Fund  Balance 

TOTAL  LIABILITIES  AND 
FUND  BALANCES 


77,239 


Trust  And   Construe-  (UNAUDITED) 
Agency      tion      General 
Funds       Fund    Fixed  Asset 


$    200   $ 
28,305 
23,766 

76,751 


1,158,924 


13,967 


25,000 
837,782 
175,301 


19,583 


_       ,  739  — 

T23I     |129>022     Fl  .173. 630      $1.057.666 


77,239      $  —        $        13,967      $ 

129,022 


1,158,924   1,023,274 
34,392 

732  — 


$  84.231   $129.022   $1.173.630   $1.057.666 


The  accompanying  notes  are  an  integral  part 
of  these  financial  statements. 
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CENTER  FOR  THE  AGED 

Statement  of  Income  and  Appropriations 
Fiscal  Years  Ended  June  30,  1976  and  June  30,  1977 


General  Fund 

Administrative  Program 
Care  And  Treatment 
General  Service  and 

Physical  Plant 
Food  Service 
Resident  Welfare 
Care  And  Custody- 
Developmental  Program 
Community  Service 


June  30, 
1977 

$   183,135 


June  30, 
1976 

$  91,327 
395,369 

114,184 

179,741 
8,806 

524,676 

296,279 

--         11.809 

789.427     1.015.899 


Other  income 


33Zt 

$789. T5I 


113 


$1.016.012 


The  accompanying  notes  are  an  integral  part  of  these 
financial  statements. 


CENTER  FOR  THE  AGED 

Statement  Of  Expenditures  Compared  With  Appropriations 
Fiscal  Year  Ended  June  30,  1976 


General  Fund 

Appropriations  & 

Budget  Amendments 
Expenditures 
Unexpended  Balance 


Adminis- 
trative 
Program 


$91,327 

89,919 

$  1.408 


General 
Service  & 
Physical 
Care  &     Plant 
Treatment  Program 


$395,369 

337,399 

$    57,970 


$114,184 

106,372 

f~7,812 


Food 
Service 


$179,741 

172,777 

$   6. 954 


Resident 
Welfare 


$8,806 

6,161 

$2,645 


CENTER  FOR  THE  AGED 

Statement  Of  Expenditures  Compared  With  Appropriations 
Fiscal  Year  Ended  June  30,  1977 


General  Fund 

Appropriations  & 

Budget  Amendments 
Expenditures 
Unexpended  Balance 


Adminis- 
trative 
Program 


$183,135 

182,732 

1     403 


Care  & 
Custody 


$524,676 


524,674 


$ 


Develop- 
mental 
Program 


$296,279 
289,909 


2   $   6,370 


»  -' '  ^ 


Community 
Service 


$11,809 

11.592 

I   ^217 


The  accompanying  notes  are  an  integral  part  of 
these  financial  statements. 


33 


CENTER  FOR  THE  AGED 

Statement  Of  Expenditures  By  Object 
Fiscal  Year  Ended  June  30,  1976 


General 
Service  & 

Adminis-  Physical 

trative   Care  &     Plant 
Program   Treatment  Program 


Food 
Service 


Resident 

Welfare 


Expenditure  Object 

Personal  Services: 
Salaries 

Employee  Benefits 
TOTAL 

Operating  Expenses: 
Contracted  Services 
Supplies  &  Materials 
Comm  &  Transporta- 
tion 
Travel 
Rent 

Utilities 
Repairs  & 

Maintenance 
Other  Expense 
TOTAL 

Equipment  &  Capital 
Expenditures 
TOTAL  EXPENDITURES 


$  67,416   $273,927  $  43,534   $  88,074   $  5,537 

10,789     47,566     4.007   14,700       624 

78,2'05    321,493    47.541    102,774     6,IM 


8,796 
580 

3,602 
11,124 

8,386 
17,527 

30 

69,883 

1,443 
191 

63 
417 

6 

25 
23,499 

84 

51 

69 


11 

,130 

5b4 

$ 

89 

,919 

3,419 


"157206    52,862     70.003 


700 


5.969 


$337,399  $106.372   $172.777   $  6,161 


The  accompanying  notes  are  an  integral 
part  of  these  financial  statements. 
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CENTER  FOR  THE  AGED 

Statement  Of  Expenditures  By  Object 
Fiscal  Year  Ended  June  30,  1977 


Adminis- 
trative 
Program 


Care  & 
Treatment 


Develop- 
mental 
Program 


Expenditure  Object 

Personal  Services: 
Salaries 

Employee  Benefits 
TOTAL 

Operating  Expenses: 
Contracted  Service 
Supplies  &  Materia 
Comm  &  Transporta- 
tion 
Travel 
Rent 

Utilities 
Repairs  & 

Maintenance 
Other  Expense 
TOTAL 

Equipment  &  Capital 
Expenditures : 
TOTAL  EXPENDITURES 


1,609 

21,047 
262 


41 

575 

,   9, 

945 

;;182, 

732 

30,561 

1,671 

107 

160.547 

15,915 
$524,674 


53 

1,219 
34 


137490 

24,552 
5289,909 


Nursing 
Service 


$113,249 

17.960 

131,209 

$299,418 

48,794 

348,212 

$217,887 

33,970 

2  31,857 

$  7,942 
1,328 
9.270 

s     6,093 
Is   11,225 

17,049 
110,212 

467 
10,204 

1,140 
100 

1,154 
188 

707 
240 

1.392 
121 

— 

164 

270 

1 

,674 

648 

s: 

.1 

,592 

The  accompanying  notes  are  an  integral  part 
of  these  financial  statements. 


35 


CENTER  FOR  THE  AGED 

TRUST  AND  AGENCY  FUNDS 

Statements  Of  Receipts  And  Disbursements 

And  Changes  In  Fund  Balances 

Fiscal  Years  Ended  June  30,  1976  and  June  30,  1977 


Patients  Checking  Accounts 
And  Petty  Cash: 

Receipts 

Disbursements 
Excess  Receipts  (Disbursements) 
Fund  Balance  Beginning  of  Year 
Fund  Balance  End  of  Year 


June  30, 
1976 


$1A3,398 
1A9,152 
(5,75?) 
2A^524 


$  18,770    J 


June  30, 
1977 

$172,542 

162,807 

9,735 

18,770 

28,505 


Patients  Savings  Accounts: 
Deposits 
Interest 

Withdrawals 
Excess  Deposits  (Withdrawals) 
Fund  Balance  Beginning  of  Year 
Fund  Balance  End  of  Year 


$   2,498    $   4,522 


1,466 
3,964 
12,073 
(8,109) 
32,786 
24,677 

1,197 
5,719 
6,630 
(  911) 
24,677 

$ 

;;  23,766 

Patients  Irrevocable  Burial  Funds 
Deposits 
Interest 

Withdrawals 
Excess  Deposits 

Fund  Balance  Beginning  of  Year 
Fund  Balance  End  of  Year 


7,812 
3,438 


11,250 

10,278 

972 

64,144 
$  65.116 


$  15,702 


3 

637 

19 

7 

,339 
,704 

11 

65 

635 
116 

i)    76 

751 

The  accompanying  notes  are  an  integral  part 
of  these  financial  statements. 
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CENTER  FOR  THE  AGED 


Statement  of  Appropr 
Expenciiture 


Dorm  Addition 
Construct  Garage, 

Pave  Road  and 

Paving 
Dormitory  Addition 
Dormitory  Addition 

Supplement 
Reroof  Main  Bldg. 
Fire  Safety 

Modifications 
Dormitory  Addition 
Hail  Damage  Repair 


CONSTRUCTION  FUND 

iations.  Appropriations  Compared  To 

s  and  Expenditures  By  Object 

Fiscal  Year  Ended 


Fiscal  Year  Ended 
June  30,  1975 


Appropri- 
ation 


10,000 
634,000 

155,000 
35,000 

15,000 

193,400 

23.600 

$1,161.00"0 


Expendi- 
tures 


$    95,000    $ 


7,813 
15,257 


68,336 


Expendi- 
tures 


June  30,  1976 


Accrued 
Expenditures 


$    76,602   $  4,305 


850 
618,743 

— 

155,000 
34,330 

31,286 

14,382 
125,002 
23,600 

204 

4,794 

f9l740^    $1.048,509   $40.589 


Dorm  Addition 
Construct  Garage, 

Pave  Road  and 

Paving 
Dormitory  Addition 
Dormitory  Addition 

Supplement 
Reroof  Main  Bldg. 
Fire  Safety 

Modifications 
Dormitory  Addition 
Hail  Damage  Repair 


Fiscal  Year  Ended 
June  30.  1977 


Accrued 

Expendi-   Expendi-  Rever- 

tures      tures  sions 

$18,394    $13,967  $ 


615 


1,337 


$19.009    $13.967   $1,337 


Total 
Expendi- 
tures 


155,000 
34,330 

14,997 
193,338 


23 

600 

:;l 

,158 

924 

Unencumbered 
Balance 


$    94,996   $   4 


8,663 
634,000 


670 

3 
62 


The  accompanying  notes  are  an  integral  part  of  these 
financial  statements. 
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CENTER  FOR  THE  AGED 

Statement  of  Changes  in  Fund  Balance 

General  Fund  and  Construction  Fund 

Fiscal  Years  Ended  June  30,  1976  and  June  30,  1977 


General 

Construction 

Fund 
$     2,432 

Fund 

Balance  July  1,  1975 

$1,069,594 

Additions: 

Appropriations  from 

The  General  Fund 

789,427 

-- 

Other  income 

334 
789.761 

-- 

Deductions: 

Expenditures 

712,628 

1,048,509 

Income  Deposited  in  the 

334 

-- 

State  General  Fund 

Reversions 

912 

— 

Prior  year  expenditure 

adjustment 

1,520 

— 

Balance  June  30,  1976 
Additions: 

Appropriations  from 

The  General  Fund 
Other  income 

Deductions: 
Expenditures 
Income  Deposited  in  the 

General  Fund 
Reversions 
Prior  year  expenditure 

adjustment 

Balance  June  30,  1977 


715, 

,3?4 

76, 

,7?9 

1, 

,015, 

,899 
113 

1 

1.21L 

,012 

1,008,907 

113 

75,115 

1.684 
$    6.992 


1.048.509 
21.085 


19,009 
1,337 


L 


"207341 


739 


The  accompanying  notes  are  an  integral  part 
of  these  financial  statements. 
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CENTER  FOR  THE  AGED 

Statement  Of  Additions  And  Deletions 
To  General  Fixed  Assets 
(UNAUDITED) 

Fiscal  Years  Ended  June  30,  1976  and  June  30,  1977 


Balance    June  30,  1975  $1,000,576 

Additions  7,253 

Deletions 


Balance  June  30,  1976                   1,007,829 

Additions  51,070 

Deletions  l ,  233 

Balance  June  30,  1977                  $1,057.666 


The  accompanying  notes  are  an  integral  part 
of  these  financial  statements. 
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CENTER  FOR  TH5  AGED 

NOTES  TO  THE  FINANCIAL  STATEMENTS 
Fiscal  Years  Ended  June  30,  1976 
and  June  30,  1977 

SUMMARY  OF  SIGNIFICANT  ACCOUNTING  POLICIES 

Basis  of  Accounting 

The  General  Fund  and  Construction  Fund  books  are  main- 
tained on  the  modified  accrual  basis  of  accounting.   Modified 
accrual  is  defined  as  "that  method  of  accounting  in  which  ex- 
penditures are  recorded  on  the  basis  of  valid  obligations  and 
revenues  are  recorded  when  received  in  cash.   The  Trust  and 
Agency  Funds  are  maintained  on  the  accrual  basis  of  accounting. 
At  the  end  of  a  fiscal  year,  all  valid  obligations  against  an 
appropriation  are  to  be  accrued  as  expenditures  as  provided  by 
the  law."  (Montana  Administrative  Manual,  2-0240. AG) 

Inventories 

The  supplies  of  the  various  funds  are  treated  as  expen- 
ditures when  incurred  and  consequently  there  is  no  formal  in- 
ventory of  supplies. 

General  Fixed  Assets  And  Depreciation 

General  Fixed  assets  purchased  are  recorded  as  expendi- 
tures in  the  various  funds  at  the  time  of  purchase.   Such  assets 
are  not  capitalized  at  cost  in  a  general  fixed  assets  group  of 
accounts  and  depreciation  is  not  provided  on  general  fixed  assets, 
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Notes  to  Financial  Statements  (Continued) 
Vacation  and  Sick  Pay 

Liabilities  incurred  because  of  unused  vacation  and 
sick  pay  by  employees  are  not  recorded.   The  related  expen- 
diture is  recorded  when  paid.   Permanent  employees  are  allowed 
to  accumulate  and  carry  over  a  maximum  of  two  years  vacation 
into  a  new  calendar  year.   Upon  termination,  qualifying  per- 
manent employees  having  unused  accumulated  vacation  and  sick 
leave  receive  payment  for  vacation  on  a  100  percent  basis 
and  sick  leave  on  a  25  percent  basis.   The  amount  of  liability 
associated  with  unused,  accumulated  vacation  and  sick  leave  at 
June  30,  1976-1977  was  not  readily  determinable. 

Retirement  Plans 

Employees  at  the  Center  For  The  Aged  are  covered  by  Public 
Employees  Retirement  System.   This  contributory  retirement  plan 
involves  matching  amounts  paid  by  the  eligible  employee  and 
employer.   The  Center's  contributions  into  the  plan  for  the  fis- 
cal year  ended  June  30,  1976  were  $24,A83  and  $3A,880  for  fiscal 
year  ended  June  30,  1977. 
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governor 
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ZtllAA    J  ^r.OBSON   GREAT  FALLS 
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WILLIS  M    M,  KEON    MALTA 
DLNNIb  F    DOLAN    BUTTE 
JflHN  W    SlRl^irn    M  D  .  HELENA 


Jiclcna,  StUHn 


December  8,  1977 


Robert  F.  Lee 

Certified  Public  Accountant 

A  Professional  Corporation 

Suite  509 

Montana  Building 

Lewistown,  Montana   59457 

Dear  Mr.  Lee: 

We  have  reviewed  the  audit  report  prepared  by  your  firm  on  Center  for 
the  Aged.   Our  review  was  made  in  cooperation  with  Nick  Cerovski, 
Superintendent  of  Center  for  the  Aged. 

The  report  provides  a  very  welcome  service  and  is  sincerely  appreciated, 

Our  response  to  recommendations  is  attached. 

Sincerely, 


-/aj.j\M^(^    .Z<5^^  t^  ^ 


Lawrence  M,  Zanto 
Director 


LMZ:jw 

Enclosure 

cc:   Morris  Brusett 
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RESPONSE  TO  CENTER  F'OR  THE  AGED  AUDIT 


FIXED  ASSETS 

Recommendation 

I  strongly  recommend  that  fixed  assets  control  accounts  be  properly  esta- 
blished and  accurately  maintained.   The  Center  should  seek  assistance 
from  the  Department  of  Institutions  to  implement  a  professional  system 
of  fixed  asset  control.   The  system  should  include  but  not  be  limited  to: 

1.  Delegation  of  responsibility  and  authority  over  assets  to  individuals 
who  have  day  to  day  control  of  the  assets,  i.e.  supervisors. 

2.  Insurance  that  the  paperwork  at  time  of  asset  acquisition  flows  to 
the  asset  control  clerk  on  a  timely  basis. 

3.  One  person  be  assigned  the  responsibility  for  disposal  of  assets 
and  that  the  proper  documentation  be  completed  and  the  asset  control 
clerk  be  informed  of  the  transaction. 

4.  Annual  inventories  of  all  fixed  assets  be  taken  and  all  discrepancies 
be  investigated  and  reconciled. 

5.  A  more  permanent  type  of  numbering  system  be  affixed  to  the  assets 
to  preclude  erasure. 

6.  Control  cards  be  completed  as  to  all  pertinent  facts  when  available, 
i.e.  serial  number,  cost,  date  of  acquisition,  description,  color  and 
responsible  department  or  supervisor. 

7.  The  system  should  seek  the  input  from  the  staff  to  insure  communication 
and  ultimate  success  of  the  program.   The  staff  should  be  awarf  of  the 
who,  why  and  where  to  facilitate  the  total  "big  picture"  of  the  system. 

8.  The  cards  should  be  organized  in  such  a  manner  that  retrieval  frc-ra 
the  system  is  a  relatively  easy  task. 

9.  The  State  should  incorporate  into  its  SBAS  control  accounts  over  the 
detail  at  the  Center. 

10.   The  Center  should  follow  the  guidelines  established  by  the  State  and 
encode  capital  outlays  to  the  proper  account. 

Response 

The  Department  of  Institutions  will  review  the  Center's  fixed  asset  control 

system  and  assist  them  where  needed. 

1.  Responsibility  for  control  of  fixed  assets  will  be  delegated. 

2.  This  is  being  done  but  with  better  communications  and  assignments 
the  flow  of  this  paperwork  will  be  improved. 

3.  This  has  been  done. 

4.  This  will  be  implemented. 


43 


Response  to  Center  for  the  Aged  Audit,  page  2. 

5.  The  Center  will  look  into  establishing  a  better  method  of 
marking  the  fixed  assets, 

6.  This  is  being  done. 

7.  Input  has  already  been  requested  from  the  staff  to  help  implement 
a  better  system. 

8.  This  will  be  studied  and  if  possible  implemented. 

9.  The  Department  of  Administration  will  respond  to  this  recommendation. 

This  will  be  reviewed  and  implemented  with  the  help  of  the  Department 
of  Institutions. 


10. 


TRUST  AND  AGENCY  FUNDS 
Recommendat  ion 

1.  I  recommend  the  Center  install  a  system  that  allows  for  the  accounting 
clerk  to  enter  the  transaction  at  one  time  rather  than  the  three  times 
now  in  existence.   There  are  systems  available  which  allow  for  this  one 
time  approach, 

2.  The  Center  sould  establish  a  policy  that  allows  patients  to  receive  their 
spending  money  at  a  specified  time  during  the  day  such  as  after  break- 
fast or  lunch. 

3.  By  establishing  the  above  policy  one  individual  other  than  the  one  who 
controls  the  reconciliation  of  the  cash  could  be  assigned  the  disbursing 
clerk  to  insure  adequate  internal  control. 

4.  The  State  should  recognize  these  funds  as  Trust  and  Agency  Funds  and 
integrate  them  into  the  SBAS  reports. 

5.  Personal  property  of  an  inventoriable  nature  should  be  maintained  as 
per  my  recommendation  as  it  relates  to  fixed  assets.   A  personal 
property  list  should  be  made  a  part  of  the  individual  patient  file. 

6.  Documentation  should  be  made  of  all  transactions  as  it  pertains  to 
the  patients'  property.   Authorized  signatures  should  be  obtained 
as  to  the  disposition  in  the  case  of  death  or  dismissal.   The 
Center  should  dispose  of  patient's  property  in  accordance  with 
applicable  State  laws. 

7.  All  petty  cash  slips  and  invoices  should  be  cancelled  when  paid. 

8.  The  administrator  should  independently  count  the  petty  cash  on  a  non- 
routine  basis. 

9.  The  administrator  should  review  the  reconciliation  after  preparation. 

10.   Petty  cash  reimbursements  should  be  made  payable  to  the  bank  that 
cashes  the  check  and  not  to  petty  cash. 

Response 

1.   The  Department  of  Institutions  will  assist  the  Center  with  this 
recommendation.  .. 


Response  to  Center  for  the  Aged  Audit,  page  3. 

2.  This  policy  will  be  implemented. 

3.  Upon  policy  implementation,  duty  assignments  will  be  made  to 
improve  internal  control. 

4.  Currently,  SBAS  will  not  account  for  these  funds  unless  they 
are  deposited  in  the  State  Treasury.   There  is  a  request  for  an 
Attorney  General's  Opinion  concerning  depositing  resident's  funds 
in  the  State  Treasury,   These  funds  will  not  be  deposited  into  the 
State  Treasury  unless  this  opinion  would  mandate  it. 

5.  A  record  of  personal  property  Is  maintained.   This  record  will  be 
duplicated  and  put  in  the  individual  patient  file  to  comply  with 
this  recommendation. 

6.  This  additional  workload  will  require  the  help  of  a  social  worker  to 
obtain  authorized  signatures.   This  Recommendation  will  be  taken  to 
the  Legislature  and  a  Social  Worker  position  requested  in  the  next 
budget. 

7.  This  will  be  implemented. 

8.  The  administrator  will  count  petty  cash  on  a  non-routine  basis. 

9.  This  procedure  will  be  implemented. 
10.   This  has  been  implemented. 

REIMBURSEMENTS 

Recommendation 

Consolidate  the  billing  procedure  as  it  pertains  to  the  reimbursement 
function  to  eliminate  the  duplication  that  now  exists.   Establish 
a  policy  that  would  insure  that  delinquent  accounts  over  a  certain 
criteria  were  regularly  turned  over  to  the  Department  of  Revenue  for 
collection. 

The  Department  of  Institutions  should  disclose  reimbursements  collected 
as  revenue  for  the  individual  institution  and  allocate  the  collection 
costs  to  the  institution. 

Response 

1.  The  auditor  was  informed  that  we  were  in  the  beginning  stages  of  the 
centralization  of  all  billing  activity.   The  provider  based  cost  capturing 
system  (ABARS)  was  also  mentioned.   He  seemed  concerned  that  the  Center's 
patient  account  activity  was  being  posted  to  two  separate  ledgers  within 
the  same  office  (Medicaid,  private).   It  was  explained  to  him  that  the 
Medicaid  control  personnel  had  just  moved  into  the  Helena  office  from 
their  previous  location  at  Galen  State  Hospital  which  was  the  first  phase 
of  our  centralization  planning,  and  that  this  duplication  would  be 
eliminated  by  the  consolidation  of  all  accounts  receivable. 

2.  Medicaid  accounts  are  billed  for  those  services  which  are  covered  under 
the  Title  XIX  program.   It  is  only  natural  and  logical  that  the  balances 
should  be  zeroed  out,  as  all  claims  to  this  program  are  clean  when  they 
are  presented  to  the  Dikewood  Corp.  for  payment.   Patient  account  billing 
to  the  Center  is  based  on  investigated  and  verified  ability  to  pay,  re- 
sulting in  no  unpaid  balances.   45 
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3.  Some  third  party  ledgers  other  than  Medicaid  and  private  accounts 
do  show  outstanding  balances,  some  of  which  have  been  charged  off. 

This  auditor  did  not  advance  his  review  of  these  accounts  to  the  indivi- 
dual file  record  which  contains  written  justification  for  these  write 
offs  in  the  form  of  investigation  reports.   No  outstanding  balance  is 
ever  arbitrarily  charged  off  any  account. 

4.  Processes  are  being  developed  between  the  Department  of  Revenue  and 
Reimbursement  for  the  collection  of  our  "uncollectable"  accounts.   A 
meeting  was  held  at  the  Revenue  office  relative  to  this  issue  on 
September  29,  1977  which  resulted  in  the  establishment  of  procedures 
to  be  implemented.   We  plan  on  turning  over  the  first  of  these  "un- 
collectable" accounts  to  their  office  within  the  month  of  December. 

It  should  be  noted  that  Bob  Lee  was  in  our  office  for  approximately  1% 
hours,  during  which  time  he  only  briefly  reviewed  the  Reimbursement  billing 
system  for  care  and  maintenance  at  the  Center.   It  is  apparent  by  his 
audit  report  that  he  was  not  as  thorough  in  reviewing  his  sample  cases 
as  would  be  desired  in  order  to  adequately  evaluate  for  recommendations. 

DORMITORY  ADDITION 

Recommendation 

The  Center  for  the  Aged  should  send  the  documentation  they  have  available 
to  the  Attorney  General  seeking  recourse,  if  any,  against  Honeywell  Inc., 
as  it  pertains  to  the  inoperable  smoke  detectors.  Action  should  be  taken 
immediately  to  implement  an  operable  system  to  comply  with  fire  codes  and 
limit  liability  should  a  disaster  occur. 

Response 

1.   The  Department  of  Administration  will  respond  to  this  recoiranendation. 

MEAL  TICKETS 

Recommendation 

The  Center  should  issue  pre-numbered  meal  tickets  to  the  employees  on 
payday  (one  for  each  shift  to  be  worked)  and  collect  them  at  the  time 
the  employee  utilizes  the  benefit.   The  night  shift  should  have  pre- 
prepared  meals  and  an  adequate  facility  to  heat  them  and  access  to  the 
kitchen  should  be  controlled  when  the  feitchen  staff  is  not  present. 
Guests  should  pay  for  their  meals  or  be  told  it  is  complimentary. 

Response 

1.  The  Center  has  an  informal  system  that  accounts  for  all  meals  and 
then  formally  record  them.   A  meal  ticket  system  was  used  at  one 
time  but  the  present  system  proved  to  be  more  accurate. 

2.  The  Center  will  develop  an  employee's  dining  room  with  adequate 
facilities  and  food  to  furnish  night  shift  meals.   The  kitchen  can 
then  be  controlled  when  kitchen  staff  is  not  present. 
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3.   All  guests  who  stay  for  meals  always  understand  the  meal  charge. 

If  we  feel  they  don't  understand  we  inform  them  that  the  meal  charge 
must  be  paid.  If  a  guest  does  not  pay,  but  is  doing  some  beneficial 
task  for  the  Center,  then  the  cooks  are  told  to  record  it  as  compli- 
mentary and  in  this  case,  the  guest  is  not  told  it  is  complimentary. 

LAUNDRY 

Recommendation 

The  Center  should  prepare  the  count  sheet  in  duplicate  and  transmit  a  copy 
to  the  firm.   The  firm  should  have  responsibility  of  returning  all  Items 
sent  per  the  count  sheet.   The  Center  should  reconcile  items  returned  to 
items  sent  and  differences  reconciled.   If  there  are  any  shortages  in  the 
count,  the  firm  should  reimburse  the  Center  for  the  missing  items. 

Response 

1.   This  recommendation  has  been  implemented.   All  differences  will  be 
reconciled. 

PAYROLL 

Recommendation 

1.  Payroll  checks  should  be  distributed  in  sealed  envelopes  by  persons 
not  involved  in  the  preparation  of  the  payroll  of  personnel  records. 

2.  Personnel  files  should  be  consolidated  in  one  file,  (there  are  two 
files  presently  being  kept  on  each  employee)  reviewed  for  completeness 
and  should  include  the  following: 

Signed  W-4's,  employee  applications,  letters  of  resignation  for 
terminated  employees,  employee  evaluation  forms,  signed  forms 
for  all  deductions  to  the  employee's  wages  and  copies  of 
current  licenses  of  professionals. 

3.  Supervisors  should  be  responsible  for  their  subordinates'  time 
cards  and  sign  or  initial  them  after  reviewing  the  card  for  the 
following: 

Agreement  to  work  schedule  for  days  worked,  time  off,  i.e. 
vacation,  sick  leave,  total  number  of  hours  worked,  etc. 

4.  The  time  clock  should  be  of  a  type  that  prints  the  date  of  the  week 
as  well  as  the  day  to  facilitate  the  preceding  recommendation. 

5.  A  time  clock  should  be  purchased  and  full  utilization  made  to 
facilitate  time  keeping  records.   (Note:   The  Center  has  recently 
purchased  a  time  clock  and  has  implemented  some  procedures  for  time 
keeping. ) 

6.  Patient  employees  who  have  had  State  income  tax  withheld  should  be 
advised  to  file  their  State  income  tax  returns  for  possible  refunds. 
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Response 

1.  This  recommendation  would  involve  excessive  time  and  expense. 
Employees  picking  up  their  checks  will  inunediately  tear  open 
the  envelope  to  verify  the  amount  of  the  check  is  correct  and 
then  throw  the  envelope  away. 

2.  The  Center  presently  maintains  two  files  because  one  file  is  used 
for  long  term  low  activity  entries  and  the  other  file  is  used  for 
records  of  high  activity.   This  saves  time  having  to  dig  through 
one  big  file  for  short  time  span  entries  like  vacation,  sick, 
holidays  and  other  leaves  that  are  entered  every  payroll  period. 

3.  This  will  be  implemented. 

4.  This  recommendation  will  be  implemented  when  the  present  time  clock 
wears  out  and  has  to  be  replaced. 

5.  This  has  been  done. 

6.  This  will  be  studied  and  implemented  if  possible. 
BUDGETARY  CONTROL  AND  PURCHASING 

Recommendation 

Realistic  budgets  should  be  prepared  from  the  onset  to  allow  for  the 
items  needed  to  carry  out  program  objectives.   Input  from  administrators 
should  be  considered  before  adoption. 

Capital  outlays  should  be  coded  to  capital  outlays  according  to  the  guide- 
lines established  by  the  State. 

Purchases  that  will  exceed  the  limit  established  by  the  State  in  its 
purchasing  policy  should  be  let  through  the  purchasing  department.   If 
items  to  be  purchased  are  of  a  unique  nature,  specifications  should  be 
communicated  to  the  vendors  to  insure  specific  performance. 

Payment  for  services  although  under  agreement  should  not  be  paid  for  until 
services  are  received. 

Response 

1.  Realistic  Budgets  are  always  prepared  by  the  institution.   These 
budgets  are  not  always  approved  as  presented  because  limited  General 
Fund  money  has  to  be  allocated  on  a  priority  basis  by  the  Legislature. 

2.  This  will  be  done. 

3.  This  will  be  done. 

A.   The  Center  will  not  pay  for  service  until  they  have  been  completed. 
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PHARMACY 

Recommendation 

The  Center  should  review  the  current  licensing  provisions  and  obtain 
a  license  for  its  pharmacy  to  comply  with  Federal  and  State  laws.   The 
Center  should  analyze  the  feasibility  of  filling  all  prescriptions  of 
the  patients  and  billing  Medicaid  for  these  drugs  to  obtain  Federal 
participation  on  drug  costs  now  incurred  totally  by  the  State.   The 
Center  should  seal  the  Kit  and  update  the  list  of  drugs  within  the  Kit 
to  preclude  unauthorized  use  of  the  drugs. 

Response 

1.  The  Center  has  submitted  an  application  for  a  license. 

2.  The  Center  will  look  into  the  feasibility  of  filling  all  patient 
prescriptions  and  billing  Medicaid. 

3.  A  lock  has  been  placed  on  the  Kit  even  though  it  is  kept  in  a  locked 
room.   The  list  has  been  expanded  to  include  the  extra  drugs  which  were 
placed  in  the  Kit. 

SUPPLIES 

Recommendation 

A  storekeeper  should  be  assigned  the  responsibility  of  controlling 
inventoriable  items. 

The  locks  and  padlocks  should  be  changed  to  insure  that  all  keys  are 
accounted  for. 

An  inventory  system  should  be  installed  to  control  the  count  as  well  as 
the  total  investment  in  inventory.  The  system  should  be  of  a  type  that 
facilitates  a  one  time  entry  approach. 

Internal  cost  reports  should  include  a  variance  amount  that  indicates 
discrepancies  between  items  removed  from  inventory  and  actual  count. 

Inventories  should  be  taken  by  someone  other  than  those  responsible  for 
the  inventory  and  care  should  be  exercised  to  insure  accuracy. 

Response 

1.  The  Center  will  develop  job  duties  of  present  employees  to  comply 
with  this  recommendation.   If  this  does  not  prove  satisfactory,  an 
additioanl  position  for  storekeeper  will  be  requested  in  the  next 
budget. 

2.  This  will  be  done. 

3.  The  Department  of  Institutions  will  assist  the  Center  with  this 
recommendation. 

4.  This  recommendation  will  be  considered  by  the  Center  and  implemented 
if  feasible.  49 
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5.   This  is  being  done. 
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DIRECTOR'S  OFFICE 
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DecQTiber  21,   1977 


Robert  F.  Lee 

Certified  Public  Accountant 

A  Professional  Corporation 

Suite  509 

Montana  Building 

Lewistown,  Montana  59457 

Dear  Mr.  Lee: 

The  Department  of  Institutions  has  requested  us  to  respond  to  two 
recorrmendations  in  the  audit  report  for  the  Center  for  the  Aged  at  Lewistown. 

FIXED  ASSET  AOCQUNTING 

The  Department  of  Administration  has  developed  and  is  proceeding  to 
iirplement  a  Property  Accountability  Managonent  Systems  (PAMS).  This  will  pro- 
vide general  ledger  property  accountability  in  the  Statewide  Budgeting  and 
Accounting  System  and  property  subsidary  accounting  in  PAMS.  The  Legislative 
Audit  Conmittee  has  been  advised  of  the  plans  to  irnplement  this  systan. 

DORMITORY  ADDITICN 

The  observations  in  the  audit  report  indicate  a  very  limited  review 
was  made  of  the  matter.   I  am  advised  the  auditor  did  not  contact  the  Architecture 
and  Engineering  Division  of  the  Department  of  Administration  to  determine  what 
action  was  planned  to  address  the  problem. 

The  attached  manorandum,  prepared  by  the  Architectiore/Engineering 
Division,  gives  a  more  complete  review  of  the  situation. 

Sincerely , 


^Jack  C.   Grosser, 
Director 


JOC/aiw 

cc:  L.  M.  Zanto,  Director 

Department  of  Institutions 
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THOMAS   L    JUDGE 

(tOV\  (NQt 


TO: 


Jack  C.  Grosser,  Director 
Department  of  Administration 


FROM:      Philip  H.  Hauck,  Administrator 

Architecture  and  Engineering  Division 


DATE:      December  21,  1977 

SUBJECT:   Fire  Protection  Systems 
Center  for  the  Aged 
Lewistown,  Montana 
Mont  A/E  71-19-02A  and  74-19-01 


I  would  like  to  explain  why  the  Center  for  the  Aged  has  a  fire  protection 
system,  when  the  systems  were  installed,  and  what  measures  have  been  taken 
to  correct  the  problems  with  the  systems,  before  addressing  the  audit  report 
recommendations . 

The  original  facility,  constructed  in  the  early  1950 's  did  not  include  a 
smoke  and  heat  detection  system  or  a  fire  sprinkler  system.   Later,  partici- 
pation in  the  HEW' s  Medicaid  Program  required  that  the  facility  be  upgraded 
to  meet  federal  regulations.   The  federal  regulations  were,  and  still  are, 
administered  by  the  Hospital  and  Medical  Facilities  Division,  Department  of 
Health  and  Environmental  Sciences,  State  of  Montana.   Because  the  Center  was 
an  existing  facility,  a  variance  was  granted  to  install  a  complete  smoke  and 
heat  detection  system  in  lieu  of  the  then  required  fire  sprinkler  system. 

A  contract  was  awarded  for  the  first  phase  of  the  system  on  October  16,  1972. 
The  first  phase  has  over  200  separate  smoke  detector  heads.   A  hard  fact 
relative  to  these  systems  is,  that  with  this  number  of  heads,  there  will 
always  be  a  defective  head  or  two  somewhere  in  the  system.   A  contract  for  the 
second  phase  was  awarded  April  28,  1975.   The  second  phase  is  different  in 
that  it  is  a  combination  of  smoke  detectors  in  corridors  and  common  use  areas 
and  of  sprinklers  in  all  areas  of  the  new  additions. 

The  second  phase  has  the  advantage  in  that  trouble  can  be  traced  to  a  specific 
detector  or  area  while  the  original  system  does  not  have  this  feature. 

The  original  system  is  "first  generation"  for  the  fire  protection  industry 
and  has  many  inherent  problems  with  function,  design,  dependability,  etc., 
just  as  the  automobile  had  many  similar  problems  in  Henry  Ford's  Model  T  days. 
Honeywell  has  accepted  responsibility  for  the  system  (see  attached  Exhibit  B) 
and  have  made  several  modifications.   Some  of  these  modifications  are  the 
result  of  a  survey  conducted  by  Mr.  George  Nolan,  Department  of  Administration 
and  Mr.  Jack  Fohn,  an  independent  contractor  (see  attached  Exhibit  C) . 
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The  systems  are  now  functioning  much  better  than  they  once  were. 

The  audit  report  states  "During  my  field  work,  the  smoke  detectors  were  not 
operational  for  .most  of  the  period. "   The  systems  were  operational  if  they 
were  sounding  alarms.   All  false  alarms  are  not  necessarily  false.   Conver- 
sations with  Mr.  Cerovski  revealed  that  some  recent  false  alarms  were  caused 
by  a  resident  smoking  cigars.   The  Montana  Veterans'  Home  also  has  the  same 
problem.   In  this  case,  the  detectors  are  simply  performing  their  function. 

The  systems  should  be  connected  to  the  local  fire  department.   They  presently 
are  not  and  have  not  been  for  some  time.   There  are  4  to  5  false  alarms  and 
1  to  2  real  alarms  per  month.   Real  alarms  can  be  caused  by  a  fire  set  in  a 
waste  paper  basket  (see  attached  Exhibit  A) .   In  any  case   the  fire  department 
arrives  needlessly  on  the  scene.   Other  institutions  have  the  same  problem 
and  have  worked  out  solutions.   Miles  City  Fire  Department  waits  3  minutes 
before  starting  on  calls  from  Pine  Hills  School.   This  gives  Pine  Hills 
personnel  time  to  investigate  the  cause  and  contact  the  fire  department  if 
the  alarm  is  false,  preventing  an  unnecessary  trip.   Perhaps  a  similar  system 
can  be  utilized  at  the  Center  for  the  Aged. 

The  audit  report  had  two  recommendations  concerning  the  fire  protection 
systems.   The  first  being  to  seek  recourse  against  Honeywell,  Inc.   We  cannot 
agree  with  this  recommendation.   This  possibility  has  already  been  explored 
with  the  Department's  attorney  and  discarded.   The  initial  system  (the  trouble- 
some portion)  was  operational  upon  completion  of  the  project.   This  office 
received  no  complaints  from  either  the  Center  for  the  Aged,  the  Department  of 
Health,  or  the  State  Fire  Marshal  during  the  one-year  warranty  period  following 
installation  of  the  system.   It  was  not  until  Mr.  Cerovski  became  superintendent 
at  the  institution,  that  we  became  aware  of  the  problems. 

Honeywell,  Inc.  has  been  cooperative  in  trying  to  solve  the  problems  this  past 
year.   Some  of  the  problems  are  due  to  improper  maintenance  of  the  system 
rather  than  the  system  itself.   These  systems  must  receive  the  proper  mainten- 
ance by  qualified  personnel  to  provide  trouble-free  operation.   The  two  systems 
at  the  Center  for  the  Aged  have  never  received  this  maintenance.   Proper 
maintenance  is  expensive.   Budget  requests,  for  this  type  of  maintenance,  were 
submitted  for  consideration  by  the  Forty-Fifth  Legislature.   We  understood  that 
this  type  of  request  had  been  cut  from  the  budgets  and  wrote  the  Office  of 
Budget  and  Program  Planning  a  memo  pleading  our  cause  (see  attached  Exhibit  D) . 
To  our  knowledge,  the  requests  were  not  reinstated.   The  second  paragraph  of 
Honeywell's  letter,  dated  December  9,  1977,  also  points  out  this  maintenance 
problem  (see  attached  Exhibit  E) .   My  recommendation  is  that  all  institutions, 
with  fire  protection  systems,  budget  for  and  obtain  contracts  with  qualified 
firms  to  perform  periodic  maintenance  on  their  fire  protection  systems. 
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We  agree  with  the  second  recommendation.   The  Phase  One  System  should  be 
rebuilt  with  newer,  more  reliable  components  (see  attached  Exhibit  F)  as 
quickly  as  receipt  of  funding  permits.   Replacement  of  smoke  detector  heads, 
in  residents'  rooms,  with  a  fire  sprinkler  system  should  be  investigated. 
The  latter  would  comply  with  today's  fire  safety  codes  without  necessity  of 
a  waiver  and  drastically  reduce  the  number  of  smoke  detector  heads  that  can 
cause  a  problem.   Both  the  Department  of  Institution's  Building  Program  and 
the  Executive  Building  Program  should  assign  their  highest  priority  to  this 
project.   Our  office  will  cooperate  fully  in  this  matter. 
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ritOMAS  L    JUDGE 


Phil    Hauck 
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FROM: 


Charlie  Ponlc 


C./^ 


DATE:      February  10,  1977 

SUBJECT:   Center  for  the  Aged 
Lewistown,  Montana 
Mont  A/E  7^-19-01 


This  is  regarding  Nick  Cerovski's  letter  to  me  of  January  28,  1977,  pertain- 
ing to  the  smoke  detection  system  at  the  subiecL  facility. 

Nick  states  that  al]  of  the  old  smoke  detectors  must  be  rcrilacod  because  they 
keep  giving  off  false  alarms.   These  detectors  are  over  five  years  old  and 
Mike  Young  says  y?e  have  no  recourse  aqainst  the  manufacturer. 

I  have  only  been  to  the  institution  twice,  and  1  witnessed  a  waste  basket  fire 
on  one  of  these  tirips.   Personnel  at  the  institution  told  me  that  waste  basket 
fires  occur  on  ^ji_average  ^of  onca- a  week.   Nurses  douse  these-fires  with  water, 
but  there  is  smoke  which  would  set  off  a  smoke  detector  and  nersumably  summon 
the  fire  department,  were  the  systems  completely  operational. 

Will  the  local  fire  department  respond  to  52  false  alarms  a  year  from  one 
facility?   I  don't  think  so. 

I  do  think  new  detectors  should  be  installed  immediately  to  replace  the  old 
faulty  ones,  but  with  24-hour  survcilance  provided  by  the  staff,  there  would 
appear  to  be  no  need  to  have  the  direct  fire  dcH^^artment  hook-up. 
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mp  Cnntr^l 

Hreat  Falls,   'Montana     50/101 


'^E:        l.ewisto'.'n   ^^nt^r  fnr  th^   Aned 
Lpv'isto'-/n ,   '^ontana 
OF.?-7503/i 


^f^ntlpmen : 

After  discussinn  with  the  adninistrator  tho  nnnration  of  the  existinq 
Fire  Aiarn  Svsten,  it  is  safe  to  asstin"  thnt  the  nroblens  thev  have 
been  exneriencinn  with  the.svstprn  have  hopn  resolved.   If  they  have  not, 
we  assume  the  rosnnnsibility  to  correct  then. 

The  Fire  Alarm  Svsf'm  in  the  ne'7  addition  is  basically  indeoendant 

of  the  existinn  svstom  and  should  be  able  to  be  checked  out  and  accented 

for  occunancv  without  you,  as  the  installers,  havinq  any  resnosibil itv 

for  the  correct  oneration  of  the  ^xistinn  system  other  than  the  new 

system  will  be  able  to  alarm  the  old  svstnm  and  to  annunciate  the 

new  zones  at  an  existinq  annuciator  oanel . 

If  we  feel  the  svstem  is  installed  correctly  and  checks  out  functionally, 
any  further  resnonsibil  ity  is  HOriEYHELL'S,  with  the  exception  of  faulty 
wire  or  fittinqs. 

Very  truly  ynurs. 


Construction  flananer 
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HONEYWELL  INC.,  NORTH  612  MAPLE.  SPOKANE,  WASHINGTON  92201,  TELEPHONE  509/328-4250 
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reply  to 

SIMPLEX  TIME  RECORDER  CO. 

2126   KnishI   Street 

HELENA.  MONTANA    59601 

4-19-77  Tel.  4X3-3660 

State  of  Montana 
Architecture  S  Engineering 
Helena,  Montana   59601 

RE:  Center  for  the  Aged 
Lewis town,  Montana 
Fire  Alarm  Systen; 

Attn-,  Charles  F.  Poole 

Dear  Sir; 

On  April  13  S  14  Mr.  George  Nolan  and  myself  conducted 
a  survey  on  the  above  project. 

Tn  general,  we  were  informed  by  the  personnel  at  the 
Home  for  rhe  Aged,  that  the  system  has  never  operated 
satisfactory  from  the  date  of  the  orgmal  installation. 

False  Alarms; 

This  system  has  been  activating  without  locatable  causes 
to  the  extent  that  personnel  disregard  the  alarms,  The 
Lewistown  Fire  Dept  will  no  longer  respond  and  that  the 
fire  alarm  system  has  been  turned  off. 

The  Home  personnel  were  inform.ed  that  the  system  needed 
time  to  (get  all  the  bugs  out).   This  resulted  in  not 
getting  the  correct  information  to  the  responsible 
people  who  could  take  proper  action. 

False  alarms  would  occur  when  the  emergency  generator 
was  tested  and  also  when  there  were  power  f luctations . 

False  alarms  would  be  annunciated  from  different  zones 
but  unable  to  locate  due  to  no  individual  alarm  lamp 
or  lock-in  circut  for  smoke  detectors.  Alarins  would 
also  happen  where  there  would  be  no  incicating  light 
on  the  panel  (even  after  locking  relays  were  added 
to  the  annunciation  circut). 

^rouble  indications  have  been  numerous,  since  there  is 
no  zone  indication,  location  of  the  faulty  device  is 
very  time  consuming  since  each  unit  has  to  be  checked. 
Some  of  these  require  a  (tap  on  the  smoke  detector) 
and  the  loose  component  restors  to  normal. 
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We  then  started  checking  the  system  operation  and 

found  there  was  45VAC  inductance  on  the  2UVDC  smoke 

power  supply  to  detectors,  We  tried  to  filter  this 

out  but  could  only  get  down  to  25VAC.  I  felt  if  we 

did  more  we  would  oly  damage  either  the  operation 

of  the  detectors  or  the  main  panel. 

We  then  checked  the  resistance  of  the  alarm  loop 

and  due  to  a  malafuncting  detector  (which  we  could 

not  locate)  Approximately  one  half  measured  80  ohms. 

The  panel  literature  indicated  maximum  to  be  50. 

Upon  checking  operation  of  the  smoke  detectors  we 

found  that  there  is  no  lock- in  feature  on  the  alarm 

relay  and  no  individual  alarm  lamp.  This  makes 

locating  an  alarmed  detector  or  troubled  detector 

very  time  consuming  and  sometim.es  impossible. 

We  found  that  the  power  supply  wires  24VDC  and  the 

alarm  loop  AC,  the  door  holder  wires  llOVAC  and 

signal-  wires  are  in  the  -same  conduits  .^^his  is  the 

source  of  inductance  on  the  smoke  detectors  somietimes 

causing  false  alarms.  Upon  checking  signals,  there 

are  some  of  them  .5  amps  and  som.e  of  them  1,5  amps. 

These  will  not  function  properly. 

There  has  been  installed  in  the  panel  a  switch  to 

silence  the  signals  when  an  alarm  has  occured.  This 

switch  is  not  supervised  and  could  be  left  in  the 

off  position  and  no  one  would  be  aware  of  it. 

The  wiring  of  the  orginal  system  is  correct,  we  could 

find  no  problems  with  it. 

We  did  find  that  there  were  added  smoke  detector 

power  supplies  due  to  the  fact  that  orginally  there 

was  a  low  voltage  problem  with  the  orginal  power 

supplies.  From  what  we  could  determine,  these  added 

supplies  and  the  orginal  are  parrell  connected.  There 

is    possibly   a   |5roblem  with    them. 

In  General  there  are  numerous  problems  with  this 

system  which  could  not  all  be  found. 

In  regards  tb  the  addition  reciently  added  we  found 

sprinkler  alarm  wires  unsupervised,  a  changed  smoke 

detector  improperly  connected,  and  when  we  removed 

a  ionization  detector  the  manual  stations  would  not 

operate. 
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EXHIBIT     1^ 


T^acemher  1,  1976 
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D.-.i;r;  V.ool'.er,    ilndgo.t  Analyst 

OT'cice  of  Luflf^ai:  fi  ProRcar.ir.iin:^  riannlnfc 

r-.-itc  Capitol 


■  Tr-rn    ^'^T-t 


;;oJ.nr.n,  ?:or.tr.na 
:^car  :'r.  Booker: 

T'.r-.ccvit   convcr-r.tionn  \7ith  vari^.ons  inntitutlons  system  pnrr;onn'3l  infilcr.tc  tiint 
rarucnts  for  s~,ol'.e  detector  rr.aintcnnnca  contracts  and  an  electronic  technicir.n 
■I'c   the  princr.  have  been  cut  from  the  biidj^et.  lie.   would  lilce  to  request  that  you 
reconsider  both  requests. 

"jhc  need  for  cnrly  warning;  s"iol;e  detector  svstenr.  at  the  institutions  is  dic- 
r.-i-:ed  by  the  ?ire  Marrdial,  the  Dej^nrtinont  of  TlenTth,  and  ti-.e  feder.-i]  T-'odica:id/ 
'..'.diCi-.-e  pror-rain.   TnstaJ  laflonr.  to  date  have  proved  tlu-  r.yr.temr.  to  1(0  r.onliir.- 
ticr.ted  and  cov.-.plex  beyond  tlie  cn-nabilitler;  of  tlie  local  r.aintenance  people,  and 
require  trained  specialists  to  maintain  a  tro-.ible-free  operation. 

".''ae  r.e-;-7  t^lectronic  conrnunication,  operation,  and  r;urveilance  systems,  built  ::n;;o 
tuii   nev?  prison,  are  the  lieartbeat  of  the  prison  and  arc  absolutely  vital  to  the 
pra^^or  administration  of  the  facility. 

?re:-:cntly  the  maintenance  staffs,  at  the  institutional ^inits,  do  not  have  ^-ter 

so.-.ncl  qualified  to  service  these  systems.  Thic   is  understandable  as  the  sup- 
f/j.i.ers  and  installers  of  the  equipment  and  the  en.'^.incors  who  desip.n  the  systcris 
oare^y  understand  them.   Tracinf,  of  system  malfunctions  roeuircs  trained  tec/.- 
aiciar.s  vlth  the  proper  test  equipment.   Th.a  institutional  units  have  neither 
tac  tef;t  equipment  or  tlie  trained  technicians.   A  better  alternative  would  be 
t:>  have  a  service  contract  with  an  orf,anization  such  as  Minnoapolis-TIoncjT^ell. 
T:.ci   University  of  Montana,  as  an  example,  has  had  this  type  o*"  service  coatr;,ct 
for  the  last  three  years. 

Sy-tems  mr.st  be  chochod  periodically.   Some  items  such  as  smoke  detector  heads 
i.:r.st  be-  cleaned  as  often  as  every  three  months  depending;  on  pollutants  in  the 
.'.ir.   Federal  health  care  ref^ulations  require  annual  inspections  and  certifica- 
tion,-^ of  syster.s  by  appropriate  personnel.   The  annual  inspections  rcquirenc^.t 
..  acki.y,  :ias  not  been  enforced  as  mcdicare/medicaid  \70uld  be  ieopardizcd.   Thrrc 
are  no  State  of  Montana  emDloyces  who  are  ciualified  to  test,  inspect,  ccrtirv 
and  troubleshoot  alarm  systems.   /j-.  electrician  is  virtually  no  more  qualified 
;>.r.a  a  clcrh   or  janitor,  because  of  the  e"!ectronic  nature  of  the  system.   A-.Tot'icr 
'■■rr-blcm  facin;;  the  institutions  is  tliat  of  rcolacinr.  parts  or  components  that 
become  defective.   Delivery  time  on  a  detector  h.ead  m.ny  bo  as  lonr  as  six  montli". 
"ne  result  is  that  the  system  may  be  partially  or  vrhiolly  inoperative  durin^:  this 
:•■:■:■:   month  time  period.   A  way  around  this  problem  v;ould  be  to  inventory  sparo 


■v.y,   r<ooi;cr 

:CC-~;DC:r  1,   10  7r, 


It  h;:3  come  to  our  attention  nany  cimos,  that  r;yr.tcnr,  have  been  turned  off  by 
r.hc  7:iaintcnance  personnel.   Concrallv,  the  ai'irlnistratlve  staff  has  not  '-.nC'Vn 
of  the  concltion  until  a  period  of  ciir.e  has  clapf.ed.   Maintenance  personnel 
have  been  unable  to  correct  probleins,  the  budf.et  does  not  permit  hirin^^  outside 
c:rpcrts,  the  ringinf;  of  alarms  disturbs  patients,  false  alarm  calls  frustrate 
local  fire  departments,  fire,  doors  close.   Tlie  desnerate  solution,  disconnect 
tVivA  fire  alarm  systen.   "^o  state  1  r.    ■Jncurrin^':  tremendous  ].lal)illty  frori  yjotc;:- 
r  f.al  l.iv.'Suits  resulting,  from  loss  of  life  durin;;  a  fire,  loss  of  liability  .. 
insurance  covera;;c  by  insurance  carriers,  loss  of  ir.rdicare/medicaid  fuf.ds,  anJ 
r.ost  inportant  of  all,  death  or  in-jury  of  patients  and  employees. 

This  office,  with  the  support  of  the  Department  of  Institutions,  the  ?^tate  Fire 
"'"rsb.ai  and  the  Dcpartnent  of  T'aalth,  stron?;ly  rc.comT^ends  the  follovinf;  couracs 
of  action: 

1.-  place  all  existin.r;  fire  alarm  systems,  in  the  Department  of  Institu- 
tions, on  a  maintenance  service  contract  with  a  qualified  firm. 

2.   that  the  state  or  the  r.alntenance  service  firT:i  maintain  an  adequate 
inventory  of  spare  -parts  C5r   qr.ich  repair  and  replacement. 

T.   that  outdated  and  inef-^iclent  cnm-onencs  be  renlaced  and  systems  un- 
graded on  continual  "piece-meal"  basis. 

■'i.      that  all  systems  be  upgraded  to  the  scl^-supcrvisir.;^  type. 

5.   .that  all  systems  be  completely  checked  and  certif  ieu_  to  be  in  p,ood 
onei-atlni^  condition  at  intervals  not  exceeding  one  year  and  that  all 
syster.s  be  ser'^'^icod  on  a  monthly  basis. 

f-.  that  all  employee.^  caurtht  di.-conr.ecti-.-.'-  or  ctherrrise  circ:;mventi-.;'' 
the  fire  alarrr.  svstems,  be  discipl  iner';  and  if  r.auRht  rep'-'atin":  the 
act,  be  dischar'^ed. 

7.   and,  that  a  permanent  electronics  technician  be  om.ployod  at  **cnta.ia 
?;tate  Prison  to  maintain  the  new  electronic  surveilance  and  comj.'.uni- 
cation  system. 

?"or.-.-:  of  the  above  can  be  accomplished  \7ithoiit  a  budcret. 

Sincerely, 


VV.ll.lV  TI.    TTAUCK,    ATA,    Administrator 
Architecture   ^  Fnc»inecrinj^  Division 

xc:      Dr.    Robert   ^lattson,    Tnstitnticns 
Ron  Phelos,    Institutions 
Villlam  Pentilla,   ?ire  "^arshal 
Vallace  Kinf^,    Department   of  Health 
Jacqueline  McTCr.i?:ht,    T^eoartment   of  T^ealth 
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Honeywell 

December    9,    1977    (^j^KHl'^lT         H       )  DEC  MIS// 
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HELE:\-/;,  [.7'j;-JTAWA 


Charles  F.  Poole 

Chief  Construction  Bureau 

Department  of  Administration 

Construction  and  Maintenance  Division 

1500  -  6  Avenue 

Helena,  Montana   59601 


SUBJECT:  Center  for  the  Aged 
Lewistown,  Montana 
Montana,  A/E  74-19-01 
Our  Job  Number:  C962-72754 


Dear  Charles 


Last  week  Lee  Vallance  of  our  Spokane  office  went  to  the  job  at 
Lewistown.  He  separated  the  power  supply  wiring  into  smaller 
systems  and  installed  new  power  supplies  in  each  system.  These 
power  supplies  have  built  in  supression  networks  which  the  old  power 
Supply  did  not  have.  He  also  installed  a  external  transient 
voltage  supression  assembly  in  each  system.  This  protection  was 
recommended  by  tlie  smoke  detector  manufacturers.  The  manufacturer 
claims  that  this  will  solve  the  false  fire  alarm  problems.  The 
system  \\tas  operating— property  ^vhen -T.ee  le^t  tb^e  j-o%. 

There  is  a  problem  with  system  trouble  alarms  (not  fire  alarms) 
which  is  due  to  dust  and  dirt  in  the  smoke  detector  heads  and  by 
aging  and  burn-out  of  the  light  source  bulbs  in  the  detectors. 
We  feel  it  is  the  responsibility  of  the  owner  to  perform  regular 
maintenance  on  the  detectors  to  prevent  these  problems.  A  trouble 
alarm  does  not  ring  the  bells,  only  a  buzzer  at  the  panel  and 
annunciator. 

We  feel  it  would  be  advantageous  to  the  owner  if  the  present 
refactory  type  detectors  were  changed  to  ionization  type  detectors. 
This  could  possibly  be  done  one  wing  at  a  time  as  the  funds  became 
available.  If  there  are  any  further  problems,  please  contact  me. 

Yours  very  truly, 

David  Christensen 

Brnach  Construction  Manager 

DC/gr 

cc.  Nick  Cerovski 

cc.  Doyle  Pasley,  Branch  Commercial  Manager 

HONEYWELL  INC..  NORTH  612  MAPLE,  SPOKANE,  WASHINGTON  99201,  TELEPHONE  509/328-4250  [ 
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4262-20 
U.L.I.  Listed 


FEATURES 

*  Dual  Chamber 

*  Two-Wire  Operation 

*  Low  Current  Consumption 

*  Interchangeable  Base 

*  Outstanding  Stability  Built-in 

*  Auxiliary  Contact  Available 

DESCRIPTION 

The  4262-20  Ionization  Detector  is  designed  with 

Hybrid  Integrated  Circuitry  with  no  moving  parts. 

Operating  characteristics  rennain  stable  under 

vibration,  nnechanical  shock,  supply  voltage  variations, 

ambient  temperature  variations,  air  flow  up  to 

1400F/M  (427M/M)  and  barometric  changes  in 

pressure. 

Each  detector  contains  less  than  1.0  microcuries 

(0.8)  of  americium  241.  The  color  is  a  pleasing 

shade  of  beige. 

Sensitivily:   2%--pecft.  (smoke  obscuration) 

APPLICATION 

This  detector  is  tested  and  listed  by  ULI  for  area 
detection.  ULI  does  not  list  a  specific  spacing 
for  ionization  detectors.  When  applying  these 
detectors,  serious  consideration  should  be  given  to 
ceiling  obstructions,  air  movements  and  air  changes  to 
engineer  for  proper  spacing  and  location. 
Consult  NFPA  Standard  72E  and  its  Appendices 
A  and  B  for  guidelines. 


GENERAL  DATA 

Normal  Current  Drain  4  Microamps 

Rated  Voltage  24VDC 

Voltage  Range  19.2  VDC  to  30VDC 

Use  4293-29  E.O.L.  Resistor  2.2K  1/2W 

Base  Diameter   =    4-3/4  inches  (12.06  cm) 

Height-Head   -i-    Base   =   3-3/8  inches  (8.57  cm) 

Requires  Mounting  Plate  631-010 

Auxiliary  Contact  -  4262-22 

2  Amp  Resistive    28  VDC/ 120  VAC 


.>».i*" 


Type  4262-20  HEAD  with 

4262-21   BASE  shown, 

4262-22  Base  with  Relay 


tot  luM^tMfo  •»  i™ 


.OUHfl  K)!  cot" 


_    1  WOl.H>T>M)  »i«U 


• 

ll 

■c  u 

\T 

1  ■ 

»»   • 

>  ( 

ii 

1 

MO 

*'l>Of» 

TYPICAL 

MOUNTING 

ARRANGMENTS 


<262-21  /4262-22 


4262-20 


©1977,  Smpl»i  Tk7i»  Rtcorder Co.Gardnet  Mass  0M40USA 


